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EXCEL SPREADSHEETS

Excel is software that lets you create tables, and 

calculate and analyze data. This type of software 

is called spreadsheet software. Excel lets you 

create tables that automatically calculate the 

totals of numerical values you input, print out 

tables in neat layouts, and create simple graphs.



Microsoft Excel 

Vocabulary
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Excel Rubric
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Criteria Score
• Correctly open and use the file.

• Correctly format the assigned spreadsheet, data, and chart.

• Followed all the required steps and completed all tasks.

• Correctly turn in the assignment when completed.
4

• Correctly open and use the file.

• Mostly correct spreadsheet, data, and charts.

• Followed most of the required steps.

• Completed most tasks.

• Correctly turn in the assignment when completed. 
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• Needed help to open and use the file.

• Some mistakes in the spreadsheet, data, and chart.

• Followed some of the required steps.

• Completed some tasks.

• Needed help to turn in the assignment when completed. 
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• Needed help to open and use the file.

• Many mistakes in the format of the spreadsheet, data, and chart.

• Missing most of the required steps.

• Missing most tasks.

• Needed help to turn in the assignment when completed. 
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Open in Teams

Candy Shop Sales

Candy Shop Sales

Accessing the File
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Open in Excel

Open in Excel Online

1. Sign in to Microsoft Teams
2. Login: sID#@phsd144.net

District Password
3. Click on ASSIGNMENTS
4. Click on  Candy Shop Sales
5. Click on       next to document 

in MY WORK
6. Select OPEN IN EXCEL.

mailto:sID#@phsd144.net


Candy Shop Sales
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Steps

1. Enter the 

information into the 

cells on your 

spreadsheet.

Craves Candy 

Company

Monday Tuesday Wednesday

Truffles 4 6 3

Fudge 2 2 1

Candy 6 5 9

Chocolate 

Bars
9 8 9

Cookies 6 6 7

Total

Hint-you will need to make the 

columns and rows larger. Click 

and drag the lines to resize.  

Task:

You are the owner of a 

candy shop. Follow the 

steps to create a 

spreadsheet for the 

various types of candy 

that you sell.



Adding the Cells for Monday
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1. Highlight the column for Monday 

using your mouse. 

2. Select Formulas from the top toolbar

3. Select AutoSum

4. Select SUM

5. Excel will add the numbers in the cells 

and display the total.

1

2

3

4



Adding the Cells for Tuesday
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1
1. Highlight the column for Tuesday using 

your mouse. 

2. Select Formulas from the top toolbar

3. Select AutoSum

4. Select SUM

5. Excel will add the numbers in the cells 

and display the total.

2

3

4



Adding the Cells for Wednesday

9

1
1. Highlight the column for Wednesday 

using your mouse. 

2. Select Formulas from the top toolbar

3. Select AutoSum

4. Select SUM

5. Excel will add the numbers in the cells 

and display the total.

2

3

4



Create a Pie Chart
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Craves Candy Company Monday Sales

Truffles Fudge Candy Chocolate Bars Cookies

4

Steps

1. Highlight the cells for Monday.

2. Select Insert

3. Select a Pie chart

4. Create the correct chart title

1

2

3

Craves Candy 

Company

Monday Tuesday Wednesday

Truffles 4 6 3

Fudge 2 2 1

Candy 6 5 9

Chocolate 

Bars
9 8 9

Cookies 6 6 7

Total



Designing the Chart
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Steps
1. Click on the chart to select it

2. Then select design

3. Select a pie chart that includes 

percentages. 

4. Your new chart should look like 

this.

15%

8%

22%
33%

22%

Craves Candy Company 

Monday Sales

Truffles

Fudge

Candy

Chocolate Bars

Cookies

Craves Candy Company Monday Sales

Truffles Fudge Candy Chocolate Bars Cookies

2

1

3

4



Does your Screen look like this?
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If your screen looks like this, 
then you are done. 


